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94-147 May 23, 1994 
FOR IMMEDIATE RELEASE: 
EIU OFFERS TGIF TRAINING 
CHARLESTON -- Eastern Illinois University's Business Development Center 
will offer five training workshops on Fridays in June and July. 
The "TGIF" workshops will cover beginning computer skills, desktop 
publishing, secrets of successful selling, Lotus 1-2-3 and skills necessary for 
support staff professionals. 
All workshops will be held on Eastern's campus from 8:30 a. m. to 3:30 
p. m. on Fridays. 
A "Getting Started/Going On" workshop, June 3 and 10, is designed for the 
computer novice. It introduces participants to computers and leads them through 
beginning WordPerfect. The workshop fee is $189. 
A " Desktop Publishing" workshop, June 24, will give participants an 
opportunity to create effective page layouts for business publications and integrate 
text and graphics from multiple software packages. The workshop fee is $95. 
Another workshop on June 24, "Secrets of Successful Selling, " will teach 
participants how to sharpen their personal selling skills and increase their earning 
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power. Setting and reaching goals, using successful telephone tactics and closing 
the sale will be among the topics covered. The workshop fee is $95. 
Two workshops, "Lotus 1-2-3" and "Support Staff Professionals," will each 
be offered July 8 and 15. 
In the Lotus workshop, participants will learn how to create and edit 
spreadsheets; format, save and print data; explore built-in functions; open multiple 
windows; and use other time-saving techniques. QuattroPro users may enroll since 
commands and concepts are virtually identical to those of Lotus. 
The workshop for support staff professionals will present ways individuals 
can manage time and stress, build rapport, boost credibility and create a personal 
development plan. 
The cost for each July workshop is $189. 
For more information or to register for a "TGIF" workshop, call Eastern's 
Business Development Center at (217) 581-2913. 
A special discount of 10 percent will be allowed for two or more registra­
tions received for the same workshop from members of the same organization. 
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